Critical Data Entry Update for HPRP Subgrantees

A CRITICAL MESSAGE IS CONTAINED IN BOLD RED PRINT BELOW. PLEASE READ CAREFULLY!

This document is to explain some critical needs concerning the use of ‘Snapshots’ in the HMIS. As you know, a snap-
shot of the family data in Central Intake is automatically taken at the time of program enrollment. HPRP requires that

you update family income in Central Intake every 3 months, and then take a manual snapshot to record the data held
in Central Intake.
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To take a manual snapshot, simply click on the e e —— —
‘Edit Income’ button on the Program Entry page. |

This causes the snapshot popup window to open,
and this window contains 2 important buttons:
Snapshot and Reset
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out first contacting Jeff, Nick or Cat at Commerce.
Use of the ‘Reset’ button requires further steps by
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Commerce to ensure that all family members are
represented on the quarterly report to HUD

If you have any questions concerning snapshots, please do not hesitate to contact the Commerce
Technical Assistance Team



